Reserve Active Duty Orders

Introduction
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This guide provides the procedures to issue all Reserve Active Duty
Orders. Terms used throughout this guide will include Active Duty for
Training (ADT), which includes IADT, ADT-AT and ADT-OTD orders,
and Active Duty for Other Than Training (ADOT), which includes
ADOS-AC, ADOS-RC, Medical Hold (MEDHOLD), Active Duty Health
Care (ADHC) and involuntary recall orders in Direct Access.

Extended Active Duty and Medical hold Orders are authorized by PSC and
entered in Direct Access by the SPO using the Reserve Orders link.

(a) Reserve Policy Manual, COMDTINST M1001.28 (series)

(b) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

(c) Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)

(d) Joint Federal Travel Regulations, Volume 1 (JFTR), Uniformed
Service Members

(e) Recall of Enlisted Reservists to Extended Active Duty, COMDTINST
1141.3 (series)

(f) Officer Accessions, Evaluations, and Promotions, COMDTINST
M1000.3 (series), Sect. 1.B

(9) Military Assignments and Authorized Absences, COMDTINST
M1000.8 (series) (as modified by ALCOAST 519/11; SPECIAL
LEAVE ACCRUAL PROGRAM UPDATE,
R 081406Z NOV 11)
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Key Points

Introduction The following Key Points for issuing, approving or endorsing Reserve
Active Duty Orders are outlined below.

Reserve Active  This diagram shows the different categories of Reserve Active Duty.

Duty Orders Please see reference (a), for a complete explanation of each duty type.
Definitions and

Active Duty for

ADHC
ADT Other than Training

(12301h & 12322)} ‘ ’ (ADCIT)

Annual Training ADOS
(AT)
RC Funded
A Funded

<180 days
= 181 days

‘ EAD ’

Initial Active Duty
For Training (|ADT)

Other Training Duty
(QTD)

|

Reserve Program
Administrator

Involuntary AD
AKA Title 10

1k

Obligated This transaction authorizes a new Active Duty period. In cases where a

Service Reserve enlisted member does not have sufficient Reserve obligated
service to cover the new period of Active Duty authorized, the member
must either voluntarily extend, reenlist, or be involuntarily retained as
appropriate, to ensure sufficient obligated service. In cases where a
Reserve officer does not have sufficient Reserve obligated service to cover
the new period of Active Duty authorized, contact CGPSC (rpm). It will
be necessary for CGPSC (rpm) to submit an Officer Personnel Change
Form in Direct Access to update the officer’s Reserve obligation.

Continued on next page



Key Points, Continued

Lump Sum
Leave

Basic
Allowance for
Housing (BAH)
Policy

BAH and
Extensions to
Orders

When a Reserve member’s period of Active Duty of 30 or more
consecutive days ends, they may sell leave earned while on Active Duty.

Leave earned on Active Duty served in support of a national defense
contingency operation is not subject to the 60-day career limitation for
selling accrued leave.

Leave earned on consecutive Active Duty periods (other than in support of
a national defense contingency operation), the total of which is not in
excess of 365 days combined, is not subject to the 60-day career limitation
for selling accrued leave.

Reservists being released from Active Duty, without immediate reentry
onto Active Duty within 24 hours, are allowed to carry a leave balance
forward for use or payment at a later time. See Reference (g).

Refer to Section 3.G.11 of reference (b), for policy on BAH entitlements
for Reserve Component members on Active Duty Orders.

Reserve members called or ordered to Active Duty for 30 days or less are
entitled to Basic Allowance for Housing — Reserve Component (BAH-
RC), except as provided in section 3.G.11.a, b, or c, of reference (b).

If the member receives an order modification or extension of assignment
(amendment), and the amount of Active Duty remaining to be served as of
the date the member is notified of the modification to the order is 31 days
or more, the member becomes entitled to BAH. BAH would start on the
date of the notification of the modification using the Place Entered Active
Duty (PLEAD) as the locality for the amount.

Do not add periods of Active Duty previously served to obtain the 31 day
requirement. Only the number of days Active Duty remaining on the date
of the amendment can be counted.

Continued on next page



Key Points, Continued

BAH and
Extensions -
Example 1:

BAH and
Extensions -
Example 2:

In this example, a Reserve member is ordered to 30 days ADOS, and on
day 16 has duty period increased by 15 days in addition to the initial 30
days for a total period of 45 days. The member would remain entitled to
BAH-RC since as of the date of the amendment (day 16 of the initial
period of duty), the prospective duration of the amended tour of duty was
29 days.

30+ 15-16 = 29.
Number of days \ glr;t);p;ecrtll(\)/g remaining
initially order to AD. Number of days

Number of completed as of
days added the date of the
amendment.

This member would not qualify for BAH and would continue to receive
BAH-RC because the prospective remaining duty period is not 31 or more
days.

To process this amendment, in Direct Access, the user would enter the
new end date in the Travel Tab and change the estimated date on the Seq
Nbr 98 and 99 rows of the Reserve Orders.

In this example, a Reserve member is ordered to 30 days ADOS, and on
day 14 has their duty period increased by 15 days in addition to the initial
30 days for a total period of 45 days. The prospective remaining duty
period would be 31 days and effective the date of the amendment, the
member's BAH entitlement would be locality-based (vice BAH-RC) using
the Place Entered Active Duty (PLEAD) as the locality for the amount.

30 + 15 - 14 = 31.
Number of days \ gz(t);p;:rtilc\)ls remaining
initiall AD. '
initially order to Number of days

Number of completed as of
days added the date of the
amendment.

To process this amendment in Direct Access, the user must end the current
orders on the 13" day (the day prior to the day the amendment was
authorized), and issue a new order for the remaining 31 days.




Order Status

Status Meaning Description
Proposed Initial order creation Initial order request created
by member, command or
SPO.

Authorized | Authorized by DXR Indicates financial and
command authority.
TONO/LOA is established.
Order now appears in
airport terminal.

Ready Travel details approved Order is ready for member
by SPO supervisor to depart/report for duty,

leave approved.

En Route Depart/report approved Member has departed home
by SPO supervisor unit. Actual depart date

entered, departing pay
entitlements established
and/or stopped. Will be in
En route status until
reported home.

Finished Stops automatically upon | Order execution completed.
end date or when the end | All actual dates completed
date is adjusted by the and approved. No more
SPO and approved. changes allowed to order.

Pay entitlements
stopped/started.

Cancelled | Cancel approval by SPO | Order cancelled. Pay

supervisor or DXR

entitlements cancelled. No
more changes to order
allowed. TONO still active
unless cancelled with order
action.




Verifying Prior Active Duty

Introduction

Discussion

Procedure

This section provides the procedure for estimating the number of years of
total combined Active Duty a reserve member has completed.

Per reference (a), Reservists shall not perform any type of Active Duty
(except ADT-AT) if it will result in the member accumulating 16 years or
more of combined active service, unless authorized. Reservists shall not
perform any type of Active Duty (except ADT-AT) if it will result in the
member accumulating 18 years or more but less than 20 years of combined
active service, unless authorized.

The Personnel Service Center (PSC) is the approval authority for the
waiver requests. Procedures for submitting waiver requests are available
online at http://www.uscg.mil/RPM/RPM1/1618REQUEST.ASP.

Years of combined active service are calculated in accordance with
Appendix (c) of reference (c), by combining all prior Active Duty days,
including prior service in an Active component, ADT and ADOT.
Affiliation Points and points earned by performing Inactive Duty or by
completion of correspondence courses are not used when calculating
combined active service.

From the Reserve Administration pagelet, click the Reserve Member
Balance link, to access the member’s points statement. Add up all
previous Active Duty points including any recent Active Duty and the
points for the number of days (1 point per day) of the proposed new Active
Duty period.

If the total is equal to or more than 5840 (16 years) the member shall not
perform any type of Active Duty except ADT-AT without prior approval
from Commander (CG PSC-RPM). If the total is equal to or more than
6570 (18 years) the member shall not perform any type of Active Duty
except ADT-AT without prior approval from Commander (PSC-RPM).



http://www.uscg.mil/RPM/RPM1/1618REQUEST.ASP

Issuing Orders

Procedures See below.
Step Action
1 Prior to creating Active Duty Orders, ensure the orders will not overlap dates

with any previously submitted orders or IDTs for the member.

To verify if any prior Active Duty orders have been authorized, select the
Reserve Orders link from the Reserve Administration pagelet.

Reserve Administration

10T Drills Member Training Rating
Annual Screening Questonnaire Beserve Member Balances
Member Status Change Training Status

Wiew Member Drills

MGIB Enroliments

The Reserve Orders page will display.

Reserve Orders
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ | an Existing V' ..." Add a New Value
Maximum number of rows to return (up to 300): |300

Empl ID: [begins with v | EN|

Empl Record: = ~ @,

Trans ID: = v

Duty Type: = v v]
Begin Date: = ~ El

End Date: = v | El
National ID: begins with v ||

Name: begins with |

Last Name: begins with v ||

Order Status: = v hd
Duty Department: begins with ~ ||

[ case sensitive
Search Clear | Basic Search @3 Save Search Criteria

Enter the member’s Empl ID and click the Search button.

Continued on next page



Issuing Orders, Continued

Procedures,
continued

Step Action

3 All Reserve Active Duty Orders for the member will be display. Ensure any
orders already in an “Authorized” or “Finished” status do not overlap a new
request for Active Duty orders. There may be several orders with overlapping
dates in a “Proposed” status.

Once a request for Active Duty orders has been entered and saved, the Duty
Type cannot be edited and a new request must be submitted. However, the
Begin Date and End Date may be edited at any time prior to the orders status
being set to En route.

| 20d a New vaiue |
Maximum number of rows la retur (up o 300) (300

Empl ID: begins with | 1234567

Empl Record: = v 0

Trans ID: = ~

Duty Type: = s hd

Begin Date: - v i}

End Date: B v I}

National 1D: begins wilh v

Name: begins with v
——)

Last Name: begins with v
Order Status: - v

Duty Department: [begins vith ||
[case sensitive
Search Clear  |Basic Search

]
[&F Save Search Criteria

Search Results

Wiew All First [4] 14of4 3] Last
Name  |Job Code

Employes Category Trans Iff Order Status Duty Type  Authority Code | Begin Date End Date Duty Defartment Department
Draco Malfoy |YNZ SEL 278 Proposed |ADT-AT 10 US C 12301(b) 05/02/2014 07/14/2014 000450/ CG PAY AND PERSONNEL CENTER
Draco Malfoy |YNZ SEL 2 Proposed ADOS-AC 10 US C_12301(d) 03/01/2014/0 I 6 CGD SEVEN
Draco Malfoy ynz2 SEL 2037379 Finished ADT-AT 10 U.S G 12301(b) 02/10/2014 02/21/2014 000450 CG PAY AND PERSONNEL CENTER
Draco Malfov vz SEL 1961048 Finished  IADT 10USC 671 01/13/2013 02/01/2013 006 150| RECRUIT BASIC TRAINING

Click the Add a New Value Tab
4 Click the Duty Type drop-down and make a selection.

Find an Existing Value |

EmpliD: 1234567
Empl Record:| g

Trans ID: ]

Duty Type: || Active Duty for Training-AT ~|
Begin Date: llngin2/2014 [
End Date:  |[o6/13/2014 [

]

Duty Types:

Act Dty Operational Support-AC
Act Dty Operational Support-RC
Active Duty for Health Care
Active Duty for Training-AT
Active Duty for Training-OTD
Extended Active Duty

Initial Act Duty Training-lLADT
Invol Active Duty, Title 10

Invol Active Duty, Title 14
Medical Hold

Enter the Begin Date and End Date, then click the Add button.

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
5 The Reserve Orders page will display with specific order information:

e Order Begin and End Dates

o #of Days/Term

e Order Type

e Order Status

e Duty Type

e Authority

Tra\lel Motes || Funding | Leave || Approval | Audit

Draco Malfoy EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 0 Order Action: | v| | Gol
Order Begin Date: |06/02/2014 Order Type: Resene

Order End Date: 06/13/2014 Order Status: Proposed

# of Days [ Term: 12 [ ShordTerm Duty Type: Active Duty for Training-AT
Duty Department: Authority: 10 U.S.C. 12301(b)

Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Drilling Pay Status

Basic Information

Purpose: ’_"2. Structured Training - General Route to Command
Payment for Duty: | v|

Payment for Travel: [ W]
*Duty Department: @, CG PAY AND PERSONNEL CENTER

Dept Benefitting: 000450 @, CG PAY AND PERSONNEL CENTER

Dept Funding: 008176 @, D& PLNG & FORGE RDNS DIV (DX)

Days of ADT-AT Safisfied: [ 12 Goyt Credit Card Holder: (]

Authority (Ref): |

Auth. Official (Name, Rank): |

Linked Order (previous): [ |@.Link Type:]| v]

¥ Contingency

Order Action is only used when orders are being amended, canceled, to
generating a DD214 or to print a copy of the orders when completed.

Canced Order and TOND
Generale DD214
Print Order

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
6 Complete the Basic Information Section.

Purpose: [T % STRUCTURED TRAINING - GENERAL Route for Authorization
Payment for Duty: [Pay and Allowsnces |

Payment for Travel: | Single Travel Claim v|

*Duty Department 000450 @, cG PAY AND PERSONMEL CENTER

Dept Benefitting: 000450 @, G PAY AND PERSONMEL CENTER

Dept Funding: 002176 9 D2 PLNG & FORGCE RDNS DIV (DX)

Days of ADT-AT Satisfied: 2 Gowt Credit Card Holder: [

Buthority (Ref): |

Auth. Official (Name, Rank): |Severus Snape, YN1, USCG

Linked Order (previous): - Link Order Notification Date: ",

Type:

Field Description

Purpose Click the lookup icon and make a selection. For Medical
Hold and Active Duty for Health Care orders, select MED.

Search Results
View 100 First [q] 1470647 ] Lasl 5 SummerStoc

Furpose of Duy | Short Description | GMT GMT
AB Pub Affair 10 lce Ops
AC ContinPrep P ITP
AD R&D LC LE Conting
ADM Admin LE LE Ops
AE Eng & Log MC MEF Contin
AF F&S. Inven ME MEFP Ops
AG Op Intel MED Medical
AH Civ Rights M WslinspDoc
Al Security NC ATONContin
AK Health Sve NR Radio Nav
AL Legal Gen NUT Weight/Mut
AN ATON Ops oC Olympics
AP Personnel OMP OMSEP
AQ Acquisitio PC PS Contin
AS SafCccHIth PHA PHA
AT Tmag Gen B3 IPS Ops
AW C3 s5C SAR Contig
BA EoatSafety SP Space Pgm
BC BoatConfin SR SAR Ops
DC Def Contin SupP (blank)
DN Dental
DO DefenseOps SWE RSWE

: VT VTS

DR DisastResp

Payment for | Click the drop-down and make a selection. Defaults to Pay
Duty and Allowances for ADT-AT orders and cannot be edited.

Mo Duty Pay (Points Cnly)
Pay and Allowances

e No Duty Pay (Points Only) — Used if member is
performing Active Duty for retirement points only.
e Pay and Allowances — Used if member is performing

Active Duty for pay/allowances and retirement points.

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
6
(cont) Field _ Description _
Payment for Travel | Click the drop-down and make a selection.

Multiple Travel Claims
Mo Travel Pay
Single Travel Claim

e Multiple Travel Claims — Used if member will
be on extended orders and authorized to submit
multiple claims.

e No Travel Pay — Used if travel payment in
accordance with JFTR is not authorized.

e Single Travel Claim — Used if member will be
submitting a single claim upon completion of
orders.

Duty Department

Enter the department ID where the duty will be
performed.

Dept Benefitting

Defaults to member’s permanent duty assignment.

Dept Funding

Defaults to the department associated with the Dept
Benefitting.

Days of ADT-AT
Satisfied

Defaults to the number of days these orders may be
used to satisfy the ADT-AT requirement up to 15 and
cannot be edited.

Govt Credit Card
Holder

Click the check box if member hold a Govt Credit
Card.

Authority May be left blank or enter the authority announcing
the Active Duty.
Auth. Official Enter the unit member authorized to approve the

(Name, Rank)

orders.

Linked Order
(previous)

Usually left blank. If used, click the lookup icon and
select the applicable previous orders when member
was initially injured, to be linked. For Medical Hold
orders, the TONO and LOA will be carried over to
the new orders Funding tab. For ADHC orders, the
funding will be entered by the DXR.

Link Type

Usually left blank, used in conjunction with Linked
Order field and when requested orders are to be
performed for:

e Back-to-Back

e Medical Hold (also used for ADHC orders)

Continued on next page




Issuing Orders, Continued

Procedures,

continued

Step

Action

7

|
Operational ID:

Notification Date:
1607 Eligibility Code:
1607 Eligibility Date:

The Contingency section is collapsed for orders not requiring a contingency.
I

Contingency Start Date:
Contingency End Date:

Reference Authority:

: [ ~

Authority:

Notification Date.

e If required, click the expansion arrow to open and enter the Contingency data
provided by the order issuing authority.

e Click the lookup icon to search and select a specific contingency.

e If entering contingency data, you must complete the Reference Authority and

The Compliance section is collapsed at all times. Click the expansion arrow to
validate the member is in compliance with order eligibility requirements.

Orders cannot be routed for authorization when member is in a non-compliant

status.

Once the compliant discrepancy has been corrected, click the Recalculate button

Rule |0
Agefl
1085end
16yADSMv
A0yTCS
WeighComp
30dADT
Drill
1085beg
30yTIS
Weighln
ORDCweriap
20yADSrv
TraPayCat

OblgSery

Crverall Compliance: Compliant

Waiver | [0

Description

Age 58 Maximum

Maximum ADQOS days at order end
18 Year maximum AD Service

30 year TCS Officer

Last Weigh-In Compliant

30 Day ADT-OTD Maximum
Secheduled Drill Conflicts with Order dates
Maximum ADOS days at order begin
30 year TIS Enlisted

Last Weigh-In Completed
Overlapping orders

20 Years maximum AD Service
Training Pay Category Check

nsufficient Reserve Obligated Service

and orders can then be forwarded for authorization.

B 4 1
Compliant Waiver?
Compliant M
Mot Applicable| M
Mot Applicable) M
Mot Applicablel M
Mot Applicable| M
Mot Applicable| M
Compliant M
Mot Applicable M
Compliant N
Mot Applicable| M
Compliant M
Mot Applicsble M
Compliant M
Compliant M

After verifying compliance section, click the Save button.

Continued on next page



Issuing Orders, Continued

Procedures,
continued

Step Action
9 Click on the Travel Tab.

The information entered on the Reserve Orders tab will be displayed on the
Travel tab.

Reserve Orders Mates Funding Leave Approval Audit

Draco Malfoy EMF Empl ID: 1234567 Empl Record: o

Trans ID: 2280127 Order Action: | b |E
Order Begin Date: o&e/02/2014 Order Type: Resene

Order End Date: 06i13/2014 Order Status: Proposed
# of Days | Term: 12 | ShortTemn Duty Type: Active Duty for Trainimg-AT

Duty Department: Authority: 10 U.S.C. 12201 (b)

Empl Category: SEL Selected Reserve TRAYPAY CAT: A Drrilling Pay Status

Customize | Find |

e 1;‘:" ;';"';m EstmatedDate A3l NatureofDuty  Deptid Description Position Description Location Description
1 Depart DB/0Z/2014 Hame e enTen | COSTOMERSERVICE og pec
2 Report DA/OZ/2014 Duty EERPE%"N‘:JTEDL cENTER cG PPC
22 Depart 06/12/2014 Duty ggﬂgﬁf"‘::?_ cenTER CG PPC
20 Report 08/12/2014 Hame ggﬂgﬁf"‘:ﬁ cenTER E:AE; OMER SERVICE |05 pRe

Travel Orders

*Seq Nbr: |_1 Travel Type: Trvl Approval: (%] [=]

Estimated Date: [08/02/2014 |[3 Department:  [0D0450 @, CG PAY AND PERSONNEL CENTER
Actual Date: Ii ] Location: 'WQ; CGPPC
Nature of Duty: Position Number: ,m'& CUSTOMER SERVICE LEAD
FPosn Job Code: 428082 Chief Yeomsan
Other Location: | | Route far Approval

¥ Travel Details
¥ Additional Authorized Expenses

+ Delay En route

Eegin Date End Date Delay En route Days
dl B e M| ==
} Dependents Authorized for Travel

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
9 The Itinerary section will display the Estimated Dates entered on the Reserve

(cont)

Orders tab. This section will be completed when endorsements to orders are
entered and approved.

Customize | Find | B | 3  Fir=t 5 1d0fd [ (o=

:;, I;:' Travel Estimated Date m' Nature of Duty Deptid Description Position Description Location Description
1|Depart DB02/2014 Home Egnpsﬂmé'f CENTER %gmMER P e
CG PAY AND
2|Report 060212014 Duty PERSONNEL CENTER
CG PAY AND
a&{Depart 061372014 Duty PERSONNEL CENTER
QQIRepurI 06/13/2014 Home SERPSTJN?E? CENTER $§TOMER SEISE caree

Seq Nbr — The sequence number rows are labeled as follows:
1 - Departing from home

2 - Reporting for duty

98 - Departing from duty

99 - Reporting to home

Travel Orders section - There are separate endorsements required for each leg
of the orders. The Travel orders section will be completed when member reports
for duty (Seq Nbr 1 and 2) and will be discussed in more detail later in this
process.

[ Travel Orders Find | viewsll First 1 10ra O | oy
*5eq Nbr: |_1 Travel Type: Trvl Approval: [+ [=]
Estimated Date; [06/02/2014 E’U Department: 000450 Qu CG PAY AND PERSOMNEL CENTER

Actual Date: By Location: KS0001 @, CGPRC
Nature of Duty: Position Number: 00043508 |3,  CUSTOMER SERVIGE REP

Posn Job Code: 436094 Second Class Yeoman
Other Location: |  Route for Approval

¥ Per Diem

¥ Travel Details
¥ Additional Authorized Expenses
+ Delay En route

Begin Date End Date Delay En route Days

1 6 | 6 | v] ==
Click the View All to display all endorsements.

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
9 Each endorsement will have several sections.
(Cont) Travel Orders _
*Seq Nbr: ’_1 Travel Type: anl Approval: HE=
Estimated Date: [06/02/2014 |[i{ Department: 000450 @, CG PAY AND PERSOMNEL CENTER
Actual Date: ] Location: KS0001 @, CGPPC
Nature of Duty: Position Number: (00049808 |@,  CUSTOMER SERVICE REP
Posn Job Code: 435094 Second Class Yeoman

Other Location: | | Route for Approval

¥ Per Diem
¥ Travel Details
b Additional Authorized Expenses

dl 6 | O v [#]|[=]

Per Diem, Travel Details and Additional Authorized Expenses sections — If
required, click the arrows to expand the sections and enter the applicable data.

Current Messing Erllitlemerll| V|

Messing: | v CIV Reduced Per Diem Amt: |

Govt | v] Govt Reduced Per Diem Amt:

ming Rate | ~|  Actual Expense Amount: | |
E;E:;rrq Rate: [ IAW CMDT LTR of: =
Per Diem MIE Rate: |

Per Diem City: |

Per Diem Guarters: Amuunt:| [ contracted

[1Rental Car O Upgrade Authorization Upgrade to Size:

[ Local Travel (Includes taxi, bus, metro & oth Public Trans)

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
9 Delay En route and Dependents Authorized for Travel sections — Click the
(cont) | arrow to expand the section and complete if applicable.
12@ & # =
When completed click the Notes Tab.
10 The Notes page will display below the Order information. Click the plus (+)

button to enter applicable orders notes and edit as necessary.
Reserve Orders | Travel m Funding | Leave || Approval || Audit

Draco Malfoy EMP Empl ID: 1234367 Empl Record: 0

Trans ID: 2250276 Order Action: | V| Goy
Order Begin Date: 06/02/2014 Order Type:  Resemve

Order End Date: 0832014 Order Status: Proposed

# of Days [ Term: 12 | ShoriTerm Duty Type: Active Duty for Training-AT

Duty Department: 000450 CG PAY AND PERSCMNEL Authority: 10 U.5.C. 12301(b)

Empl Category: SEL Sillieri:craiﬂﬂesewe TRAYPAY CAT: A Drilling Pay Status

Find | View All First B3 1 of 1 1 | act
*Contract Clause: RS0 @, [Eligibility / Readiness Requirements [have / have HOT] been met. j
Physical Exam: 00/00/00
*Sequence Number: |_1 PHA: 00/00/00

Dental Exam: 00/00/00

Dental Class: (no class Il ar IV)

Annual Screening Questionnaire: 00/00/00

Current Security Clearance / Date: [Mone, Classified. Secret, Top Secref]

i Show on Printed Order

When completed, click the Funding Tab.

Continued on next page



Issuing Orders, Continued

Procedures,

continued

Step

Action

11

The Funding tab will display. Only members with CGRSVISC role can enter
or edit the Funding tab. The TONO and LOA will auto populate for all Reserve
Orders, except for Short Term ADOS-AC, when orders are authorized by
District (DXR). Commands shall forward Short Term ADOS funding data to
District (DXR) for manual entry into Direct Access.

Reserve Orders Travel Notes m Leave Approval Audit

Draco Malfoy EMP Empl ID: 1234567 Empl Record:

Trans ID: 2250276 Order Action:
Order Begin Date:  06/02/2014 Order Type:  Reserve

Order End Date: 06/13/2014 Order Status: Proposed

# of Days | Term: 12 | ShoriTerm Duty Type: Active Duty for Training-AT

Duty Department: 000450 CG PAY AND PERSONNEL CENTERAuthority: 10 U.5.C. 12301(b)

Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Driling Pay Status

Project Code: @,

Reimbursable Agreement Number:

Program Element: @,

Customize | Eind | view & [ B | 1 Fiet L] 40f1 L) Lact
TONC Detsils || LOA Detsils =¥
*TONO Status *Travel Order Number Line of Accounting Funding Type \F,f:‘f‘ Total Cost

ol | 2

Click on the Reserve Orders tab.

12

Travel Motes Funding Leave Approval Audit

Click the Save button. The orders are now set in the Proposed status. Click the
Route for Authorization button.

—
Draco Malfoy EMP EmplID: 1234567 Empl Record: 1]

Trans ID: 2250276 order Action: [ v] | Ga
Order Begin Date:  06/02/2014 Order Type:  Reserve

Order End Date:  06/13/2014 Order Status:

# of Days | Term: 12 [/ ShortTerm Duty Type: Active Duty for Training-AT

Duty Department: 000450 CG PAY AND PERSONNEL CENTERAuthority: 10U.S.C. 12301(b)

Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Driling Pay Status
Basic Information

Purpose: AT @, structured Training - General ' Route for Authorization

Payment for Duty: [Pay and Allowances v

Payment for Travel: [Single Travel Claim v
*Duty Department: (000450 @, cG PAY AND PERSONNEL CENTER

Dept Benefitting: [000450 /@, cG PAY AND PERSONNEL CENTER

Dept Funding: [008176 |3, D8 PLNG & FORCE RDNS DIV (DX)

Days of ADT-AT Satisfled: [ 12 ggyt Credit Card Holder: [

Authority (Ref): [

Auth. Official (Name, Rank): |

Linked Order (previous): @, Link Type: [ v

» Contingency

[Elsave | [Gh Retum o Search | [{-] PreviousinList | 4= NextinList | [ Refresh |

Continued on next page



Issuing Orders, Continued

Procedures,
continued

Step Action
13 The Approval page will display.

Reserve Orders |[ Travel | Motes | Funding Leave Audit
Draco Malfoy EMP EmplID: 1234567 Empl Record: 0
Trans ID: 2250276 Order Action: [ | Gu:
Order Begin Date: 06/02/2014 Order Type: Reszerve
Order End Date: 06/13/2014 Order Status: Proposed
Route for Approval
Approval Type: [Autherize Order v|
User ID: 7854321 |%  Albis Dumbledore
Dept of Approving
SPO:
Comment: | ‘
|' Submit |

e Approval Type: Will default to Authorize Order. If forwarding to the
District (DXR) for authorization, leave the approval type as Authorize Order.
If forwarding to anyone other than District (DXR), change the Approval
Type to Recommend Order.

e User ID: Enter the Empl ID the orders are being routed to.

e Comments: Enter any comments.

e Click the Submit button.

15 The Approval page will now display Reserve Authorized Order: Pending.

Reserve Orders Travel Notes Funding Leave Audit I

Draco Malfoy EMP Empl ID: 1234567 Empl Record: 0

Trans ID: 2250314 Order Action: Go:
Order Begin Date:  07/01/2014 Order Type: Reserve

Order End Date: 07/04/2014 Order Status: Proposed

Route for Approval

Approval Type: Authorize Order
User ID: 2075813 Calvin A Ridley
Dept of Approving SPO: 007200 PPC PROCEDURES & DEV BR

Comment: |

Approve Order

v| Reserve Authorize Order:Pending | (& View/Hide Comments

One level Approval

Pending

® Albus Dombledore
Approver from USERID field

Severus Snape at 07/09/14 - 12:07 PM

=l save | |2 Refresh |
E Ly

Click on the Audit tab.

Continued on next page



Issuing Orders, Continued

Procedures,
continued
Step Action
16 The Audit page will display.
Travel Motes Funding Leave Approval | Audit |

Draco Malfoy EMP EmplID: 1234567 Empl Record: 0
Trans ID: 2250276 Order Action: | v| Go:
Order Begin Date: 06/02/2014 Order Type: Reserve
Order End Date: 061372014 Order Status: Proposed
# of Days / Term: 12 [/ ShoriTem Duty Type: Active Duty for Training-AT
Duty Department: 000450 CG PAY AND PERSONNEL CENTERAuthority: 10 U5.C. 12301(b)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Drilling Pay Status

The Audit tab displays two fields:

[ Approval History

User ID

Name

Datetime Modified Asgz};"l Approval Type Seq Nbr Comments
1 1074040  Severus Snape ?;fgg’lgg;‘:ﬂ Pending Autherize Order Severus Snape <no commentss

1 3 First Kl 450f5 O3 Last

‘Summary Order Header Order Travel Order Funding Details

User 1D Name Datetime Modified Action  Audit Record Name
11074040  Severus Snape | 07/09/2014 12:07:31PM Add CG_ORDER_HDR
2 1074040 | Severus Snape  07/09/2014 12:07:31PM Add CG_ORDER_TRAVEL

e Approval History — An audit trail of who has approved the orders in
sequence.

e Order History - Displays who created or made any edits to the orders.

Orders are now complete and pending Authorization.




